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SugarCRM Outlook Plugin

1.1 Introduction

The Sugar Plug-in for Microsoft Outlook provides Sugar users with the ability to perform the
following actions:

Synchronise contacts, appointments, and tasks between Outlook and Sugar.

Archive email items from Outlook with Sugar accounts, bugs, cases, contacts, leads, opportunities,
and projects.

View Sugar records from within Outlook.

Create Sugar accounts, bugs, cases, contacts, leads, and opportunities.

Multiple versions of Sugar Plug-in for Microsoft Outlook on different computers can access the same

Sugar server instance. A client can run only one version of the plug-in.

1.2 Installation Prerequisites

The 5.1 version of the Sugar Plug-in for Microsoft Outlook requires Sugar version 5.1.

Install the latest version of Sugar on your server environment and note the URL to the application.
You will need it later in the installation. The format of the URL is http://server_instance/index.php.
Your server_instance identifies your specific instance of Sugar.

You can view your server’s URL in the User Settings panel of your My Accounts screen in Sugar.

It is recommended that you uninstall any previous versions of Sugar Plug-in for Microsoft Outlook
before you install the latest version.

To uninstall previous version of Outlook Plug-in for Microsoft Outlook

1. Close the Outlook client and any Outlook-related windows and programs.

From the Windows Start button select Control Panel, then Add/Remove Programs.

3. From the Add or Remove Programs window select the Sugar Plug-in for Microsoft Outlook
item, and then select the Change/Remove button.

4. Follow the instructions that the Uninstall Wizard provides to remove the previous version.

N

Note: If the free trial version of Outlook Plug-in is already installed on your machine, you can
upgrade to the full version of Outlook Plug-in instead of performing a fresh install.
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Installing the Sugar Plug-in for Microsoft Outlook

1. Navigate to the location of Sugar_OutlookPlugin.exe for 5.1 and run it. The Setup Wizard

page displays on the screen.

2. Click Next. The License Agreement displays on the screen.

g Sugar Plug-in for Microsoft@ Outlook® Setup

license Agreement
SUGARCRM. i " '
Twmrta s ascuareess  PlEase revew the lcense terms before instaling Sugar Plug-in for
Maoset® Outiook®,

Press Page Down to se= the rest of the agreement.

SUGARCRM SOFTWARE LICENSE AGREEMENT

BY CLICKING THE BUTTOMN MARKED 1 ACCEFT OR INSTALLING ORUSING
THE SUGAR PLUG-IN FOR MICROSOFT® OUTLOCKE SOFTWARE (THE
"SOFTWARE™), YOU ARE AGREEING ON BEHALF OF THE ENTITY

LICENSING THE SOFTWARE ["COMPFANY™) THAT COMPANY WILL BE

BOUND BY AND IS BECONING A PARTY TO THIS AGREEMENT. IF

CAMDANMY NNCS MAT A2DCC TO Al | NE TUC TODMS NC T 5

1f you sccept the terms of the agreement, salect the first option beiaw. You must sccept the
agresment to install Sugar Plug-n for Microsoft® Outiook®. Clck Next to contine

([ accept the termsin the Liconse Agreement
(01 donot accept the terms in the License Agresmet

[ < Back ][_ Next > ]I Canczl ]

3. Select “l accept” and click Next.

The Choose Install Location page displays on the screen. This page identifies the location
where the Sugar Plug-in will be installed on your PC. You can leave the default location, or

browse to select an alternate location.

= Sugar Plug-in for Microsoft® Outlook® Setup. . . |,

Choose Install Location
El‘."umc,nm Choose the folder in which to install Sugar Plug-n for Mirosoft®
Outiook ®.

Setup will nstall Sugar Plug+n for Micosoft® Outiook® in the following foider. To instal ina
different folder, dick Browse and select another folder, Click Next to continue.

Destnaton Falder
C: Program Files\SugarCRM|SugarCRM Outlook PugIn '

Space requred: 4.7M8
Space avalable: 56.8G8

[ hext> | [ comel ]

4. Click Next.
The installation process begins. When the installation completes, the Installer displays a

message stating that the plug-in has been successfully installed. You will need to restart

Microsoft Outlook to view the SugarOutlook menu.
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1.4 Configuring the Sugar Plug-in for Microsoft Outlook

1. Launch Microsoft Outlook.
The Sugar toolbar displays directly beneath the standard toolbar

v, Outlook Today - Microsoft Outlook
Seack @ A 3 ﬁ Q outlook:today oy
‘ 3dNew ~ & rliSend/Regeive » [U) Search addesst | ©p

: File Edit View Go Tools Adions Help
| & Snaght |5 Window "=
H Archive to Sugar  New Sugar Record*  Sync to Sugar~ g

2. Navigate to Tools > Sugar Options to access the Sugar Plug-in for Microsoft Outlook
configuration dialog box shown below.

-in fo crosoft® Qutlook®

General | Tasks | Appointments | Contacts | Logging | Language | Advanced

Usemame:
Password:
URL: http:/flocalhost/sugarcrm/sugarcrm-head /sugaram/

(Ex: http://www.your-site.com/sugarcrm)

ed Emal Attachment Opbio
(® Always send emai attachments to Sugar
O Prompt before sending emal attachments
(O Never send emai attachments to Sugar

Preferences

[ oxsplay confrmaton notice after each action
] Automatically sync every: 20 |3 minvtes

"Send and Archive™ always displays Archive to Sugar screen

I )

3. Inthe Connection section, enter your Sugar username and password. This is the username
and password of the Sugar user for whom Contact and Calendar synchronisation will occur
and for whom Outlook email items are archived. Enter the same values as you would use to

log into Sugar.

4. Inthe URL field, specify the URL of your Sugar Server instance — http://localhost/sugarcrm in

our example.

5. Use the Test Settings button to verify your settings. If the settings are correct, the Test
Results dialog box displays a message confirming that login was successful.
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6. If your administrator sent you an encryption key for LDAP authentication, select the
Advanced tab, select the Use LDAP box, and enter the encryption key in the Authentication
Key field. Outlook uses this key to encrypt your passwords.

X

General  Contacts Appointments Tasks  Language Loggng Advanced

Proxy Settings | LDAP Settngs
[Fluse LDap

Authentication Key | 12345

NEomm OutiookTripleDES v

[¥] automabealy popuiste Sugar lookup sts
[¥] oesplay right -chck menus
()00 Not Display Sugar Tookar When Cresting New [tems

[#] uthze HTTP Expect 100-Continue Opton

When Enable Usage Ratistics Reporting' is enabled your system will
periodically send anonymous statistics to SugarCRM Inc. about your
installation that will help us understand usage patterns and improve
the product.

[#] Enable Usage Statstics Reporting

x| [cocd |

Note: When you log into the SugarOutlook again, your encrypted password will display on
the screen for security reasons. If you want to test the connections again, you will need to
reenter your original password.

7. Press OK to close the dialog box and return to Outlook.

Upgrading the Sugar Plug-in for Microsoft Outlook

When you install Sugar Plug-in for Microsoft Outlook 5.1, you will be able to access the plug-in
normally as there are no upgrade steps that are performed at this time. You can archive emails and
create Sugar records using the new Plug-in.

The upgrade occurs when you first attempt to use the Mark for Sync option or when you perform a
synchronisation and click OK. When the upgrade is complete, a message confirming the upgrade
displays on the page.
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The Tools > Sugar Settings screen displays a Perform Upgrade button that you can use to
immediately begin this process. This button will not appear after the upgrade finishes.:

N} Sugar Plug-in for Mil:ros[:{t@ Outlook®

General | Tasks | Appointments | Contacts | Advanced | Logging

[use proxy server

Usemame:
Password:

URL: Port:

[] Auto Populate Lists Perform Upgrade

D Display right-dick menus for email items

When this is enabled your system will periodically send SugarCRM Inc.
anonymous statistics about your installation that will help us
understand usage patterns and improve the product.

[[JEnable Usage Statistics Reporting

You can revert to an earlier version of the plug-in by uninstalling version 5.1 and reinstalling the
earlier version. You must synchronise before switching versions.

Sugar Plug-in for Microsoft Outlook 5.1 requires a 5.1 or higher version of the Sugar server. A pre-5.1
version of the plug-in can run without modification on a 5.1 version of Sugar.

All Contacts and Appointment items that were eligible for synchronisation before the upgrade can
be synchronised after the upgrade.

Additionally, the pre-5.1 plug-in installation creates a new field in Outlook Calendar (Appointment)
items called “ApplID” to store Sugar records IDs corresponding to Sugar Call or Meeting records. To
differentiate an Outlook Appointment between Sugar Calls and Meetings, an “AppType” field stores
an appropriate flag.

The 5.1 upgrade process retrieves the ContactID, ApplD, and AppType values and creates
corresponding entries in a database that resides on the client machine.

After you install Sugar Plug-in for Microsoft Outlook 5.1 and perform the upgrade, the SugarView
and the columns noted above will remain but they are ignored. You can remove them at any time.

Upgrading the Sugar Plug-in for Microsoft Outlook

When you install Sugar Plug-in for Microsoft Outlook 5.1, you will be able to access the plug-in
normally as there are no upgrade steps that are performed at this time. You can archive emails and
create Sugar records using the new Plug-in.
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The upgrade occurs when you first attempt to use the Mark for Sync option or when you perform a
synchronisation and click OK. When the upgrade is complete, a message confirming the upgrade
displays on the page.

The Tools > Sugar Settings screen displays a Perform Upgrade button that you can use to
immediately begin this process. This button will not appear after the upgrade finishes.:

W Sugar Plug-in for Micros|{t® Outlook®

General | Tasks | Appointments | Contacts | Advanced | Logging

DLISE proxy server

Usermame:
Password:

URL: Port:

[[Jauto Populate Lists Perform Upgrade

[Cbisplay right-diick menus for email items

When this is enabled your systemwill periodically send SugarCRM Inc.
anonymous statistics about yourinstallation that will help us
understand usage patterns and improve the product.

[[JEnzble Usage Statistics Reporting

You can revert to an earlier version of the plug-in by uninstalling version 5.1 and reinstalling the earlier
version. You must synchronise before switching versions.

Sugar Plug-in for Microsoft Outlook 5.1 requires a 5.1 or higher version of the Sugar server. A pre-5.1
version of the plug-in can run without modification on a 5.1 version of Sugar.

All Contacts and Appointment items that were eligible for synchronisation before the upgrade can be
synchronised after the upgrade.

Additionally, the pre-5.1 plug-in installation creates a new field in Outlook Calendar (Appointment)
items called “ApplD” to store Sugar records IDs corresponding to Sugar Call or Meeting records. To

differentiate an Outlook Appointment between Sugar Calls and Meetings, an “AppType” field stores an
appropriate flag.

Using the Sugar Plug-in for Microsoft Outlook

This section describes the plug-in’s toolbar options and the various tasks that you can perform using
the Sugar Plug-in for Microsoft Outlook.

1.5 Toolbar Options

The Outlook Inbox window, the main Outlook window, contains the main Sugar toolbar.

ook
3 Q  outlooktoday -
Sdlew = Gy ) Send/Regeive ~ (U - W
File Edt  Yiew Go Took Actions Help
@ Snaght |51 Window .

-2

lag Archive to Sugar  New Sugar Record~ | Syncto Sugar= _
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Archive to Sugar is used to allow one or more Outlook email items to be archived to one or more
Sugar records.

New Sugar Record allows the creation of new Sugar accounts, bugs, cases, contacts, leads, and
opportunity records.

Sync to Sugar is used for synchronise Outlook appointments, contacts and tasks with corresponding
Sugar meetings and calls, contacts and tasks.

In Outlook Contact, Appointment, and Task windows you will find the following toolbar::

i Ly Sy to Sugar | ¥, Mark to Sync Gy Unmark from Sync !|

Sync to Sugar performs a synchronisation of the current Outlook item type with the corresponding
Sugar module.

Mark to Sync is used to designate items that will participate in the next synchronisation.

Unmark from Sync allows you to discontinue the synchronisation of selected items. The items remain
in both Sugar and Outlook.

When you compose a hew email in Outlook you can make use of the following toolbar:

| @send and Archive | |k Lookup Sugar Addresses [

Send and Archive allows you to send and archive in one easy step.

Lookup Sugar Addresses allows you to select Sugar contact email addresses to include in the To, CC,
and BCC address fields.

Creating a new Outlook Contact provides the following toolbar options:

Ii";mmwthws-wx [.ihlﬂm;mﬂmkwtl

Save and Mark for Sugar Sync provides a convenient way to save the contact and have that person
participate in the next contact synchronisation.

Set Company to Sugar Account enables you to pre-populate an Outlook Contact’s Company field
with a Sugar Account name. Also, in the event the Outlook Contact is synchronised, this ensures a

direct linkage between the resulting Sugar Contact and the corresponding Sugar Account.

Creating a new appointment or task also displays the following toolbar option:

| sove and v o s s |

Save and Mark for Sugar Sync provides a convenient way to save the appointment or task and have
that contact participate in the next synchronisation.
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1.6  Synchronising Contacts

The Sugar Plug-in for Microsoft Outlook allows you to synchronise Outlook and Sugar contacts.
Changes made to contacts in either system are reflected in the other system after synchronisation.

1. To begin synchronising contacts:
In Outlook, navigate to Go > Contacts and in the Contacts window, click the Sync to Sugar
button.

2. Select Contacts from the Contacts panel on the left.

My Contacts

Current Veew

(=) Address Cards

O Detaded Address Cards
) Phone Lst

O By Category

O By Company

) By Locaton

O By Folowp Flag

During the synchronisation process a dialog box displays a count of records processed. At the end of
the process the dialog box closes and the synchronisation is complete. While the synchronisation is
processing you can use Outlook normally. Sugar Contacts that are visible to the Outlook user are
eligible for synchronisation but only Sugar Contacts with the Sync to Outlook checkbox set are
synchronised.

Contacts: Trenton Goto 7 el
Save | Cancel | View Change Log
Save and Contirue 102 ¥
Comact Iformation
| Trerton Sfcs Phons (558) 377.2087
Bolo Mobile (638) 536-2897
BLC. Irvesting [rbemalior | Select || Cles Harme (190) 7104760
v, Other Phong
Select | Ol F
Titse Dictor Opei ions Birthdate m
e
Selecl | [l tant
v tant Pt
O
Eant Select | Clese
o che Select | Clea

Similarly, only Outlook contacts that you have marked for synchronisation through the Mark for Sync
command will synchronise. When you mark an Outlook Contact to synchronisation, Sugar Plug-in for
Microsoft Outlook will add “SugarCRM” to the category of the item. You cannot synchronise Outlook
contacts on which the “Private” flag is set.

Note: The “SugarCRM” category value is only a visual aid; Sugar Plug-in for Microsoft Outlook
maintains an internal database of items marked for sync.
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You can view an item’s categories by right-clicking on the item and choosing the Categories menu
item as shown below.

Categonies: Sugar | Open

Doe, John j Brint
123 Anywhere Street | =T

Denver, CA 10802 |- Forwerd
Business: (136) | 4230 Mew Message to Contact
C - Sugar |
R MNew Appointment wath Contact

Dreisch, Andy & New Meeting Request to Contact
E -mail; andy §

Al Mew Task for Contact
Miramontes, Miche New Journal Entry for Contact
E-miail: meched

Lnk »

Navarro, Norma '

.7 Call Contact...
10050 N. Wolfe Road | 9 <3O
SW2-130 it Call Using NetMesting
cm—w' CA 95:| 14 B R
Business: (a08)| ¥ Folowip...
Business Fax: (208) i Categories...
F-pruail« mew O -

Exposing the Categories field in Outlook contact views is a convenient way to identify contacts that
participate in synchronisation. Initially, no contacts are designated for synchronisation after
installing Sugar Plug-in for Microsoft Outlook for the first time.

Handling Conflicts

A conflict occurs when a contact is modified in both Sugar and Outlook some time after the last
synchronisation. Settings in Tools > Sugar Options govern conflict handling behavior. You can elect to
have the Sugar version prevail, the Outlook version, or prompt the user to choose.

= Sugar Plug-in for Microse

General | Tashs | Appointments | ConiBCiS | Logging | Language | Advanced

Last Sync Date: 10/16/2006 11:26:46 AM

(] satesyne Contacs

) 5erd attactments to Sugar

Which version prevalsin 0 cofflit o our varpon prevals W

I

Deleting Contacts

In Sugar Plug-in for Microsoft Outlook, the Sugar version of a contact record supersedes in
importance an equivalent contact in Outlook. This is because the contact has a greater role in the
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organisation through Sugar than with any given individual using Outlook. Therefore, if you delete a
contact in Outlook that has been synchronised with Sugar, the contact will remain in Sugar and its
“Sync to Outlook” checkbox will be cleared. However, when you delete a contact in Sugar, the
contact is also deleted in Outlook.

Setting a synchronised contact to Unmark for Sync (in Outlook) or clearing the “Sync to Outlook”
checkbox in Sugar has the effect of suspending further synchronisations — both Outlook and Sugar
will retain their respective contact records and the flags will be set equivalently via the sync
operation. Changes to the contact in either system will not be reflected by the other system. If you
later re-enable the Mark for Sync or Sync to Outlook flags then synchronisation will resume.

Resolving Duplicate Contacts

To prevent inadvertent contact duplication, Sugar Plug-in for Microsoft Outlook performs a lookup
during synchronisation and then binds the resulting contacts, or creates new contacts if not found.

For example, you create a contact in Outlook that is already accessible to you in Sugar with the name
“Betty Boop” and an email address of betty@boop.com. When you set this contact’s Mark for Sync
flag in Outlook, Sugar Plug-in for Microsoft Outlook detects that this is a new contact from a
synchronisation perspective. In this case the plug-in will attempt to bind the Outlook contact with a
Sugar contact. The combination of the contact’s email address and first and last name is used. If no
matches are found a new contact is created on the Sugar side; otherwise, the Sync to Outlook flag is
set on the Sugar side for the contact matching the search.

The same process is used when a Sugar contact is changed to Sync to Outlook and the contact
already exists in Outlook.

Contacts and Sugar Accounts

When a contact is synchronised with Sugar, the plug-in will perform a lookup of Sugar accounts using
the value stored in the Outlook’s Company Name field. If there is an exact match, the Sugar contact
will directly reference the account that was found.

Sugar Plug-in for Microsoft Outlook provides a convenient way to ensure that synchronised contacts
maintain their relationship with Sugar accounts. When in the Outlook Contact form, click Set
Company to Sugar Account to perform a lookup of Sugar account names.
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e

i Wen Jrmert Fymat Tooks Actors  Hed
i gaveandon Y 4 4T r,-_',ig@m-.,; e .
i M Save and Mari for Sugar S | (i St Company 1o S account B

General | Detss | Actvbes | Cordficates | M Fiis

A similar mechanism is used for Sugar contacts you create using the New Sugar Record button to link
to a new Sugar record.

Synchronising Your Calendar

Sugar calls and meetings that are visible to the Outlook user are eligible for synchronisation. From
these, only calls and meetings that the user has organised or has been invited to are synchronised to
Outlook as appointment items. Outlook calendar items for which the Mark for Sync option has been
selected will synchronise. Outlook Calendar items with the Private flag set will not participate in
synchronisation.

1. To begin synchronising the calendar:
2. Click Sync to Sugar in the Outlook Calendar window
Select Appointments from the Sync to Sugar option in the main toolbar.

During the synchronisation process a dialog box displays a count of records processed. After the
process ends, the dialog box closes and the synchronisation is complete. While the synchronisation
is processing you can use Outlook normally.

Synchronising Tasks
Tasks in Sugar that are visible to the Outlook user are eligible for synchronisation. From these, only
tasks that are assigned to the user are synchronised to Outlook.

To begin synchronising tasks:

1. Click Sync to Sugar in the Outlook Task window.
2. Select Tasks from the main toolbar Sync to Sugar option:

During the synchronisation process, a dialog box displays a count of records processed. At the end of
the process the dialog box closes and the synchronisation is complete. While the synchronisation is
processing you can use Outlook normally.

Only Outlook task items for which the Mark for Sync option has been selected will synchronised.
Outlook Task items with the Private flag set cannot be synchronised.
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Archiving Emails

The Sugar Plug-in for Microsoft Outlook provides a convenient way to archive Outlook emails and
associate them with any of the following Sugar modules:

e Accounts

® Bugs

e (Cases

e (Contacts

e leads

® QOpportunities
® Projects

Any Outlook email item can be archived to Sugar records, providing a powerful means of
recording important customer interactions.

There are two ways an email can be archived:

1. When composing the email
By selecting from the list of existing emails

Composing and Archiving Emails

Sugar Plug-in for Microsoft Outlook allows you to send and archive emails in one easy step.
When you have finished composing an email, click Send and Archive to begin the process. Sugar first
invokes the normal Outlook Send function and then archives it in Sugar.

The archive step can be configured to your preferences by adjusting the Send and Archive to display
Archive to Sugar screen setting in Tools > Sugar Options. When this flag is set, the plug-in will
unconditionally display the Archive Email to Sugar screen after the email is sent, allowing you to find
the appropriate Sugar records to which the new email is archived.

The Archive Email to Sugar screen is shown below and is described in detail later.
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To allow for quick archival of emails to a single recipient, clearing the Send and Archive displays
Archive to Sugar screen setting in Tools > Options. Then, if a new email consists of a single recipient,
the plug-in will attempt to find the Sugar contact or lead (in that order) that matches that email
address. If a single Sugar contact or lead is found, then the email is archived immediately with no
further interaction.

However, if a single match cannot be found or if the email is addressed to multiple recipients, Sugar
Plug-in for Microsoft Outlook will display the Archive Email to Sugar screen.
This behavior is summarized below:

Send and Archive A single recipient Recipient found in Action Performed after

display Archive to Sugar email sent

Sugar screen flag

Checked Yes or no Yes or no Display Archive Emails
screen

Not checked Yes Yes Archive immediately

Not checked No Yes or no Display Archive Emails
screen

Not checked Yes No Display Archive Emails
screen

Archiving Existing Emails

Sugar Plug-in for Microsoft Outlook provides for the convenient archival of existing email items. You
can archive a single email or multiple emails in one archive step. Any number of Sugar items,
including items from different modules, can be the target of the archival process.

You can immediately archive an email to a Sugar Contact or Lead identified by the To email address.
Simply right-click the email item and choose the Archive to SugarCRM option. In the example below
the To address matches a Sugar contact. Simply select the appropriate item and the archival takes
place immediately.
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You may sometimes need to be more selective in determining the Sugar items to archive to. You
may also need to archive to multiple Sugar items at one time or edit the email before it is archived in

Sugar. For these reasons, you should use the Archive to Sugar option.

With the cursor positioned on an Outlook email item, click the Archive to Sugar button on the

toolbar to initiate the archive process.

The following page displays on the screen:

Fie Optons
Search | EditEmal
Find Sugarrecords usingthe searchvalues below
[¥] @ Cases F G Leads
5
[¥] [Z] Contacts B & Opportunises
# [Z] Tavlor, Jacob
eoe (oo ) (o

Several actions occur prior to the screen appearing. First, the Search field is populated for reference
with the email address or addresses found in the current email To and CC fields.

Secondly, the Sugar modules identified by the checkboxes below the search field are scanned for
matches. In this case we matched a single Sugar Contact using the email address of the selected

email.
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For the purposes of illustration, the contact item has been expanded to reveal other Sugar modules
associated with the contact.

Archiving Outlook Email with Existing Contacts and Leads

At this point, the email can be immediately associated with the highlighted item by clicking Archive.
This action immediately creates a History record in Sugar that stores the email correspondence for
the selected item. You can choose multiple Sugar items and the email will be archived to each in
turn.

Selecting the Edit tab prior to clicking Archive gives you the opportunity to alter the contents of the
email prior to storing the email correspondence as a History item in Sugar. This allows you to
augment the current email with comments. Any changes that you make here will not alter the
Outlook email. Alternatively, you can select one or multiple Outlook emails and drag-drop them onto
a Sugar item listed in the Archive Email to Sugar screen.

To provide for repeated archival steps involving multiple combinations of emails and Sugar items,
like catching up with emails at the end of the day, the Archive Email to Sugar screen dialog box is
always in the forefront. You can change this by modifying the setting in the Options menu.

Archiving Outlook Email with Existing Sugar Records

If you wish to associate an email with Sugar records, you must first identify the appropriate records.
For example, to associate the current email with an account named ‘SugarCRM’, you will need to
clear the Search field and enter the leading characters of the account name. (Ensure that the
Accounts checkbox is set.)

Records matching the search criteria, including account records, are displayed in the list box. Select
the appropriate record and click Archive. The email is immediately archived to the account you
choose.

You may search for records from multiple Sugar modules and archive emails to any combination of
Sugar items.

Archiving Outlook Email with New Sugar Records
®  Sugar Plug-in for Microsoft Outlook provides a convenient method to create new Sugar
records. This is helpful when you wish to begin collecting important correspondence for
records which may not currently exist in Sugar.
For example, to create an account in which to associate the current email, do the following:
® C(Click Create and a dialog appears allowing you to specify account field values.
EnablelT Technologies Limited
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® C(Click Create and Close to save the account record. A Sugar account record is immediately
created.

* Then, use the methods described previously to associate the current email with the new
account record, which now appears among the Sugar items.

Determining Which Email ltems have been Archived

Sugar Plug-in for Microsoft Outlook makes it easy to tell that an Outlook email item has been
archived to Sugar.

First, the item’s Category field value is set to “SugarCRM”. You can view an email item’s category by
right-clicking the item and choosing Options. Additionally, the item displays the date and time of the
archival in the message status area.

Finally, the flag status of the item is updated if there is no flag already placed on the item.

EnablelT Technologies Limited
Foxwood House, Dobbs Lane, Kesgrave, Suffolk IP5 2QQ

Sales : 01473 618980 Email : sales@sugaruk.co.uk

18



For more information on enablelT and other
Products and Services available visit

www.e-nableit.com

www.sugaruk.co.uk
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